KEY BENEFITS OF

Outlook 2002 can help you manage
your time and information more
effectively.

The Address Book and Contact Manager
keep contact information at your finger-
tips. You can automatically select needed
e-mail addresses from the contact book
to send e-mails.

As you type a previously used e-mail ad-
dress, Outlook automatically recognizes
it and completes the name, eliminating
the need to look it up or rely on your
memory.

You can create e-mail with the power of
Microsoft Word.

The improved Preview Pane lets you fol-
low a hyperlink, respond to meeting re-
quests, and display the properties of an
e-mail address-all without opening the
message.

OUTLOOK XP

Now, a single reminder window provides
a better way to manage your appoint-
ments and tasks. This integrated "to-do”
list allows you to dismiss, snooze, or open
one or all reminders at once.

Coordinate busy schedules the easy way.
In a single view, find free and busy times
for each team member, and locate an
available meeting area. Then, send e-mail
or a meeting request to the entire group.

Nowy, if you receive a meeting request
and are unavailable, you can suggest a
new meeting time in your response.

Apply a color to individual or recurring
appointments. That way, you can identify
important items at a glance.

Delegate schedules to administrative
assistants to keep you up to date.

SOUTH FLORIDA WATER MANAGEMENT DISTRICT

Inside this issue:

Email Addresses
Keyboard Shortcuts
Organize Mail

Group Email

Sharing Folders

Open a Shared Folder
Calendar Terms

Creating an Appointment

Recurrence

Group Schedules

Schedule a Meeting
Respond to a Meeting
Processing Requests
Create an Event

Print the Calendar
Employee Bulletin Board
OWA

Upcoming Training

© © 0O N o o g g b~ b W NN

STARTING OUTLOOK

®  You can double-click the Outlook icon on your desktop.
®  You can click your Start button, click Programs, click Microsoft Outlook.

® You no longer need a password to access your email and calendar. All
information is linked to your initial Windows password.
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COMPLETE ADDRESSES AUTOMATICALLY

Microsoft Outlook 2002 remembers and

stores the e-mail addresses you type in the = . .
From, To, Cc, and Bcc boxes. When you be- = AU EETN LS I GEL A8 LT

in entering a previously typed e-mail ad-
g gap yyp R File  Edit View Insert Format  Tools  Table  Window  Help
dress, Outlook automatically recognizes it

and completes the text for you. To accept a = & 3 ) - »
suggestion, all you have to do is press the M
ENTER key. Elsend | - & ' 3 ¥ Options... = HTML

To... ke

o mike Hanks {mbanks@sfwmd.gow)

Mike Jones (mjones@shmd, goyv)

Sulbje Mike Smith (rmsmithi@sFwmd, goy)

OUTLOOK KEYBOARD SHORTCUTS

Once you discover keyboard shortcuts, you may find it tough to use your computer without them. Here are some important
keyboard shortcuts that you can use in Outlook:

Email
e  Press CTRL+D to Delete the current e-mail message. When speed counts
e Press CTRL+R to Reply to the current e-mail message.  thekeyboard is still
king. Almost all the actions
e  Press CTRL+SHIFT + R to Reply All to the current e-mail and commands you can
message. perform with a mouse you
e  Press CTRL+F to Forward the current e-mail message. can p_erfo_rm faster using
combinations of keys on your
e PressALT +$ to Send the e-mail message. keyboard.
Calendar

e  Press ALT + C to Accept a meeting request.

®  Press ALT + D to Decline a meeting request




ORGANIZE EMAIL

You can create custom rules to organize emails
based on subject or sender or filter out specific
types of unwanted messages. To create cus-
tom rules:

®  Click your Inbox .
® Onthe 7oo/s menu, click Rules Wizard.

® In the Apply changes to this folder list,
drop down and click the folder you want
the new rule to apply to.

®  (Click New.
® Do one of the following:

® Click Start creating a rule from a
template. Use your own conditions
and actions

® Click Start from a blank rule (This
option is not available when you
create a rule for a public folder).

® Click Next.

®  Follow the instructions in the Rules Wiz-
ard.

® [fyou want to run a newly created rule on
messages already in the Inbox, select the
Run this rule now on messages already in
Inbox check box on the last page of the
Rules Wizard.

® To have this rule apply to all your ac-
counts and Inboxes, select the Create this
rule on all accounts check box on the last
page of the Rules Wizard.

Rules Wizard

Apply changes to this Folder:

_l

apply rules in the Faollowing order:

Rule description (click on an undetlined walue to edit it

o] 4

Cancel Optians, .. ‘

Rules Wizard

* gtart creating a rule From a kemplate:
" Start From a blank rule

; es from someone
Makify me when important messages arrive
Move messages based on content

Delete a conversation

Flag messages from someone

Assign categories ko sent messages

Assign cateqories based on content

Mowve messages I send ko someone

Stop processing all Following rules

Rule description {click on an underlined walue ko edit it):

Apply this rule after the message arrives
Fram people or diskribution list
move it to the specified Folder

Cancel | Mext = | Firigh




GROUP E-MAIL MESSAGES BY THREAD

Grouping related e-mail messages together makes an e-mail conversa-
tion easier to follow.

1.

Right-click the column header bar on the Subject field. This is the
bar above your e-mail messages, with the column headings From,
Subject, and so on.

Click Group By This Field on the shortcut menu.

SHARING FOLDERS

On the 7ool/s menu, click Options, and then click the Delegates
tab.

Click Add.

In the Type name or select from list box, enter the name of the
delegate you want to set permissions for or scroll through the
Name list to locate the user. To add multiple delegates simulta-
neously, hold down CTRL and click names in the Name list be-
low. The permissions you select will apply to all of the dele-
gates.

Click Add, and then click OK.

Drop down for each folder and click a type of permission you
want the delegate to have access to.

® With Authorpermission, as a delegate, you can read
and create items, and modify and delete items you cre-
ate.

® \With Editor permission, as a delegate, you can do every-
thing an Author can do, plus modify and delete the
items the manager created.

® VWith Reviewerpermission, as a delegate, you can read
items.

® |f a delegate needs permission to deal with meeting re-
quests and responses only, the manager can select the
Send meeting requests and responses only to my dele-
gates, not to me check box on the Delegates tab and
does not need to grant permission to his/her Inbox.
Meeting requests and responses will go directly to the
delegate’s Inbox. The delegate will, however, need edi-
tor permission to the manager's Calendar folder, be-
cause once they respond to the meeting on behalf of
the manager, the meeting is automatically added to the
manager's Calendar folder.

Select any other options you want.
Click OK.

Click OK again.

Subije

F

10 iten

%l Sort Ascending

%l sort Descending

|% iaroup By This Field

Preference:

Delegates

L4

El Group By Box

s I Mail Setup | Mail Format I Speling I Security I Other  Delegates

Delegates can send items on your behalf, To grant permission ko
others to access your Folders without also giving them
send-on-behalf-of privieges, go to the Properties dislog box far each
folder and change the options on the Permissions tab,

I™ Send meeting requests and responses only ko my: delegates, not bo
me

Add...
BErmissions. .
Properties...

Ok | Canicel | Apply

Add Users

Shaow Mames

from the: IG\nhaI Address List

Twpe Mame or Select from List:

—

Add Users

| hame

@E1110
E1120
1160
1170
Z120

1210
2130

Add -= I

il

Properties | Find...

(0] 4 | Cancel | Help |

Delegate Permissions: Student 01

~This delegate has the Following permissions

Tssks  [edor (can read, create, and modfy fems) =
@1 Inbox  [More =l
% Contacts [Hane =l
botes  [none =l
@ Journal [rane H

(o3 ETO F ditor (can read, create, and modify items)

v Delegate receives copies of meeting-related messages sent ko me

[~ Automatically send a message to delegate summarizing these permissions

[ Delegate can see my private items

el




OPEN A SHARED FOLDER

® On the File menu, click Open, Other User’s Folder.

® [n the dialog box, you can type in the user or
resource name or click the Name button and select
the name from the list.

® Use the drop-down menu to select the folder you
want to open (Inbox, Calendar, Contacts, etc.,)

Tools

3

Actions  Help
T Reply to Al G Forward

=

3

Save Attachments

Selected Ikems  ChrlH+O

Other User's Folder, ..

COutlook Data File, ..

 Click OK.

Marme, .. | I

Cancel

CALENDAR TERMS

Appointments are activities that you schedule in your calen-
dar that do not involve inviting other people or reserving re-
sources. You can set reminders for your appointments.

Meetings are appointments you invite people to or reserve
resources for. You can create and send meeting requests and
reserve resources for face-to-face meetings. When you create
a meeting, you identify the people to invite and the resources
to reserve, and you pick a meeting time. Responses to your
meeting request appear in your Inbox. You can also add peo-
ple to an existing meeting or reschedule a meeting.

Events are activities that last 24 hours or longer. Examples of
an event include a trade show, a vacation, or a seminar. Usu-
ally, an event occurs once and can last for one day or several
days, but an annual event, such as a birthday or anniversary,
occurs yearly on a specific date. Events do not always occupy
blocks of time in your calendar; therefore, they appear in ban-
ners above all appointments and meetings for the day.
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CREATING AN APPOINTMENT

B Untitled - Appointment

Fle  Edit Wiew
& save and Clase | &5 1]

Appointment w Scheduling ]

e C(lick Calendar.

e Onthe Actions menu, click

Insert Format  Tools  Actions  Help

4% Recurrence. .. @J Invite Attendees...

SE

LT ¢ 2) .

New Appointment. Sibiect: |

Location: |

Start kime:

e [nthe Subject box, type a de-
scription.

e Inthe Location box, enter the
location.

j [ This is an online meeting using:

ﬂ 1:00 PM j [ il day event

e  Enter start and end times.

e Select any other options you
want.

e (lick Save and Close.

End time: [Mon 452004 x| [rmoem ¥
i T Reminder: | | showtine ss: (B Busy | Labek [T hane 3
Conkacts. .. | Categaries, .. | Private |

CREATING A RECURRING APPOINTMENT

e To make an appointment (meeting or event)
recur, click Recurrence.

e  (lick the frequency (Daily, Weekly, Monthly,
Yearly) with which the appointment recurs, and
then select options for the frequency.

e Click OK.

e  (Click Save and Close when finished with the
appointment (meeting or event) options.

Appointment Recurrence

Appoinkrent Lime

SEark:

[

Recurrence pattern

" Daily

&' Weekly [~ Sunday
£ Monthly [~ Thursday
[ Yearly

Range of recurrence

End: [2:30aM | Duration: [30minutes v |

Recur every |1 weekis) on;

Start: |Mon 4/5(2004

=1

[+ Monday
[~ Friday

[ Tuesday [~ wednesday

[ Saturday

j {+ Mo end date
" End after: |10 OCCUFFENCES

[Mon 6f7fz004 |

" End by:

Cancel | |




GROUP SCHEDULES

® (lick on your Calendar folder.

®  Click the Actions menu.

® (lick View Group Schedules.

® To create a group schedule:
®  (Click New.

® Type a name for the new
group schedule, and then click
OK.

® (Click Add Others, and then
click either Add from Address
Book or Add Public Folder.

® Select the names or the public
folder, and then click OK.

® Toview a group schedule:

® Select the group schedule you
want to view, and then click
Open.

® Delete a group schedule

® Select the group schedule you
want to delete, and then click
Delete.

Group Schedules

Group Schedules saved with this Calendar:

Zancel

§* Department

EBX

Zoom: |IDD°.-’o {Doay Wiewd ﬂ

IGroup Members

200 300 4:00

<

00

&:00 .00

&:00

o

Add Others W Options v| Goto: |Tue 3{23/2004 j

B Busy 2 Tentative W Cut of Office [~ Mo Information

Save and Close |

Cancel




SCHEDULE A MEETING

Click Calendar.
On the Actions menu, click Plan a Meeting.

Click Add Others, and then click Add from Address
Book.

® In the Type name or select from list box, enter the
name of a person or resource you want at the
meeting.

® For each name entered, click Required, Optional,
or Resources. (The Required and Optional atten-
dees appear in the To box on the Appointment
tab, and Resources appear in the Location box.
To get details on a conference room, click it in the
Resources list, and then click Properties.)
Click OK.

Click a time when all invitees are available. You can
use AutoPick Next to find the next available free time
for all invitees.

Click Make Meeting.
In the Subject box, type a description.

If you did not schedule a resource, enter the location
in the Location box.

If you want to make the meeting recurring, click Re-
currence, and then select the recurrence pattern. Click
OK.

Select any other options you want.

To send agendas or meeting minutes, attach a file to
your meeting request, by clicking the paperclip icon.

You can prevent the recipients from sending you re-
sponses. In the meeting request, On the Actions
menu, click Request Responses to clear the check box
next to it. You can also prevent attendees from Pro-
posing a New Time. On the Actions menu, clear the
check box next to Allow New Time Proposals.

Remember, when scheduling a meeting you
MUST also invite a Resource in order to
properly book the time in a conference room.

Simply typing the room name in the Location
box will not block the time off on the resource
calendar.

& Plan a Meeting

Zoom: IIDD% (Day View)

[~

200

All Attendees
=1 9 |Mary Gorman <msgorman@

Click here to add a name

<

Monday, April 05, 2004

300 .00 .00 .00 10:00

——— o ——

1o

s

o

Add Others vl Options vl

Meeting start bime: | GEpETEIENIE

| fmoan |

2= | AutoPick Next =z | Meeting end time: | Man 4/5/2004 ML
B Busy % Tentative W Outof Office [N Mo Information
IMake Meeting I Close |

Select Attendees and Resources

Shaowe Mames From the:

IContacts

Tvpe Mame or Seleck From List:

I Marme Reguired - = I Mary Gorman
B-2 Technical Training Room
Jeannette Diaz
kent Rirney
Mike Hanks A Usltans] -2
Mike Jones i
Mike Srmith
Rosa Barnes =
Sally Henry - Resources - |
@y " T
Mew, .. | Properties | Find... | send Options. ..
oK | Cancel | Help |
Ackions | Help
E| Mew Appointment Ceel4+-M
% Recurrence... Chrl43
v | Reguest Responses

W

Allow Mew Time Proposals




RESPOND TO A MEETING REQUEST

A meeting request will appear in your inbox. In order to
process the request properly, double click on it to open it.

Across the top you will see four buttons, Accept, Tentative,
Decline, and Propose New Time. Click the appropriate but-

ton the process the meeting request.

When you click Accept or Tentative, the meeting is
moved to your calendar.

If you click Decline, the meeting request is deleted
and not placed on your calendar.

If you click Propose New Time a new dialog box

when open allowing you to select a new time for the
meeting. Click Propose Time after selecting, add any

message you would like to the proposal, and click
Send.

i Dutlook Dverview - Meeting -[o] x|
© Fle  Edt I ", I ctions  Help Type a question forhelp =
o Aoeept ‘ 2 Teptative ‘ ¥ Decline | % Propoge New Time: Calendar... |k§‘ b ‘ »> W @ .
@ Plesse respond.
Fram: Student 26 Sent: Fri 3/19/2004 9:27 AM
Required: Student 27; Student 28; Student 29; Student 30
Cptional;
Subject: Qutlook Overview
Location:
When: Monday, Apri 05, 2004 8:00 AM-10:00 AM,
El
]

. ________________________________________________________________________|
Remember you must Accept or be Tentative to a
meeting before that meeting is placed on your

Calendar. If you ignore the meeting request in your
inbox or decline the meeting, it will not appear on your
calendar.

STOP AUTOMATIC PROCESSING

A meeting request will appear in your Inbox. By default, once you
respond to the request it will automatically be moved to your De-
leted Items folder. You can stop this from happening by completing

the following steps:

Click the 7oo/s menu.
Click Options.
On the Preferencestab, click the Email Options button.

In the Email Options dialog box, click the Advanced Email Op-
tions button.

Uncheck Delete meeting requests from Inbox when responding.

Click OK three times.

OF MEETING REQUESTS

Advanced E-mail Opti

—Save messages

Save unsent ikems in: IDraFts vl
¥ AukoSave unsent EYEryY: |3 minukes

[ Infolders other than the Inbox, save replies with original message
v Save forwarded messages

—hen new items arrive
¥ Play a sound
[w Eriefly change the mouse cursor

v Show an envelope icon in the system tray

—When sending a message

Sek importance: INormaI vl
Sek sensitivicy: INormaI vl

v Allow comma as address separator
v Aukomatic name checking

< Delete mesting request from Inbox when responding—

v Suggest names while completing To, Ce, and Bee figlds

v add properties to attachments to enable Reply with Changes

o]

Cancel
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CREATE AN ALL DAY

& Untitled - Event

EVENT

® (Click Calendar . [Z]@E‘]
Fle Edt Yew Insert Format Tools  Actions  Help -
L] On the Actions menu, click New All §ave and Close é [ﬂ + % Recurrence. .. @Jlgwte Attendees., .. ! + X @ -
Day Event. Appointrent ] Scheduling ]
®  |nthe Subject box, type a stz |
deSCriptiOn. Location: ‘ j [ This is an onling mesting using:
Start kime; [v alld. 4
® |nthe Location box, enter the . e
location End time: Mo 4/5(2004 |
) :5:2./\ I™ Reminder: J @ Show time as: |[] Free v Label: [ Mane ~|
® Select any other options you want. e
® To indicate to people viewing your
calendar that you are out of office
instead of free, in the Show time as
list, click Out of Office.
® |[f the event lasts longer than one
day, change the values in the Start
time and End time boxes.
® To make the event recur, on the Ac-
tions menu, click Recurrence, select
the options you want, and then click
OK _ontsts || catezores.. || Bt |
® (lick Save and Close.

PRINTING YOUR CA

® Onthe File menu, click Print and then in the
Print style box, click the Print Style you want.
® To print the details of appointments and meet-
ings, in the Print Style box, click Calendar Details
Style.
® |n the Start list and the End list, enter the first
day and the last day to print.
® To set other print options, such as the paper
orientation or the fonts used, click Page Setup,
and then select the options that you want.
® Note:
® To print the details of private appointments,
clear the Hide Details of private appoint-
ments check box.
® To print non-adjacent days, change to Week or
Month view, select the days you want to print,

LENDAR

Printer

Mame: |\,'l,cprintacadl'l,cetaZD?Dpl

Skakus: Idle

Type: HF Laserlet 4200 PCL Se

Where: IP_192.165.155.103

Comment: HF Laserjet 4200

Print style Copies

Weekly Stvle

Wm bkl TRl

Page Setup...

ﬂ Properties

[ Print ko file

all

Mumber of pages: -

Define Styles. . Mumbet of copies: |1 :I

[ Callate copies

Prink range
Start: | Thu 4142004
End: Ti 4 14

[ Hide details of private appointrments

el

=
[~

Presiew |

]

Cancel |

and then on the Fife menu, click Print.



LOCATING THE EMPLOYEE BULLETIN BOARD

The employee bulletin board is located within the public folders:
®  Onyour folder list, click Public Folders.
®  (lick All Public Folders.

®  You will see the Employee Bulletin Board. Click on it to view posts.

OUTSIDE THE DISTRICT

Sf_?l Public Falders
----- {% Favorites
=-5E Al Public Folders

@

Bulletin Bo

----- {% Internet Newsgraups
--£74 Public Calendar

® To access Outlook from outside of the district, you can use the web address www.sfwmd.gov/exmail anywhere you have

an Internet connection.

®  You will be prompted to login to your account using your username and password (the same as your Windows login).

® Asyou can see below, Outlook Web Access (OWA) is very similar to what you see at work. On the left you have your

look Shortcut Bar with links to your Inbox, Calendar, and Contacts folders.

Out-

® You have a shortcut toolbar across the top that contains similar buttons to create a new email, reply to an email, or create a

new appointment.

® OWA does not have the full functionality of Outlook—but it is sufficient for tasks you would complete outside of work.

a Microsoft Dutlook Web Access - Microsoft Internet Explorer provided by SFWMD

JE\Ie Edit  View Favorites Tools  Help

J o | ﬁ | Qisearch (Favorites EiMedia (4 ‘ B-SH - @

J Address I hikkpe: ) fua, sfrarnd, gosexmail

JLmks @IWEE @SaarchahlaDistrittPhnnahnnk @Custnm\zeunks @FreeHntma\l @Wmdﬂwsmedia @Wmdﬂws

] Micrao
Bl Qutlook
‘Web Access
Folders
From Subject
Wallace Jr,, Garrett Re: [Fwd: Messaging for the rollout]
Kim & Meyen@Dell com RE: Dell Bupport Services: Incident # 433003

Shorteuts

Mary Gotman Follow-up
U Mary Gorman CuilookFAQ's
Andrea T Allen Hew Aceount
Trevor Camphell Re: [Furd: Messaging for the rollout]

Unity Messaging System - UNIT Message from 2144439198

KEERKEKEEEEEEESE

0 Stacey Koch Re: Outlaok Web Site - status
Wallace Ir, Garrett Re: Cutlack Web Site - status
0 Stacey Koch Re: Outlook Web Site - status
Julie Lyons Cutlook Web Site - status
Wallace Ir, Garrett Enhancements to the Outlook IWEE Site
Scott Cate New KB Articles At Microsoft 22 Mar 2004
From: Kim 3 Meyen@Dell com To: Meyers, Bill
Subject: RE: Dell Bupport Services: Incident # 433003 Ce:

&1 Hew = | ¢ Reply % Reply to all o8 Forward | 5 @ By % @ !iewlMessages

Items

Received ©

Mlon 32272004 12:37 PV
Mlon 3/22/2004 12:37 PII
Mlon 3/22/2004 11:43 AN
Mlon 32272004 11:30 AN
Mlon 3/22/2004 11:18 AN
Mon 3/22/2004 11:02 AN
Mlon 32272004 11:.00 AN
Mlon 3/22/2004 10:01 AN
Mlon 3/22/2004 9:43 AN
Mlon 32272004 9:28 AN
Mlon 3/22/2004 8:58 AN
Mlon 3/22/2004 7:05 AN
Mon 372272004 2:04 AM

JI5KBT

KB/

Ok, thanks

[T B edinmenet

[






